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UPFROMSTENOGRAPHIC RANKS 


A story of men and women in executive positions who not only 


found stenography helpful when beginning but who still use it 


By BEN DAVIDSON 


ECENTLY, in several leading weekly inner in W ne! indise was displays 
Magazines, tne Bell lelephone »ystem il ! consumer respol | idvertisements 
Tal a yuble page advertisement cap ier shortnal! Lr ‘ \ ere in 
tione Up m the Ranks.” In this “ad vas § ce it she s& pene ‘ 
were smal pict es oft some f the presidents ‘ b cs i la i i advert 
the operat ompanies that comprise the xy consulta More rece y she tounded 
system beneath each picture was a short he 01 ex where & s 
biographical sketch of each man that told how ire trained x the tas 
he had worked up through the ranks to the world. She me t ‘ ‘ 
pres le y I is company Some started as s and ‘ » es ‘ 
clerks, others as repairmen, inspectors, or ites on ta V i ‘ 
salesmen. | was most interested in the fact that ting style ‘ ‘ late 
two started as stenographers. George M tates at lengt er secreta 
Welch, now president of the Michigan Bell 
Telephone Company, started with the company MISS IDA MELLEN las become an 
1904 as a fifteen-dollar-a-week stenographer internationa t I] 
in the Minneapolis office. James E. Warret tudied stenogra ely r wit rte 
now president of the Southern Bell Telephon taking in her w ( to do 1s to 
and Telegraph Company, started as a stenog stick to . ‘ nastere 
rapher in the Nashville office in 1900: salary tne system t roug ) c i) | know 
then, thirty dollars a mont s thand has It but so does every 
To me the most enlightening thing about thing else w while that uu are learning 
this “ad” is the fact that a large corporation The thing to d s to regard ste gra ya 
uses such facts in its national advertising for another languas und to real that 
consumer good will It also reaffirms what you have re learned it well, it i 
you have so often read in thes pages that forever and that t know ledg« tit wi be 
stenographic training is a very excellent prep of great help to you in many ways in any line 
aration for bigger achievement f work.” 
Miss Melle: ! tre iut Di yf several book 
SU« H was the experience o! Mrs Tobe and articles, all of whi were first itlined 
Coller Davis, known in the fashion world as in shorthand. She id a most interesting ex 
Tobé. Today she is an outstanding fashiot perience when she advertise for a secre 
authority and consultant to over a hundred recently, sp ing that ‘ wante 
leading department stores throughout the who was particularly rapid and a rate , 
United States, Canada, and Australia. She typist and who was a good speller The 
got her start as secretary to a famous New girl who applied she told me uuld spel 
York dressmaker and soon became so well erudite and unmitigated, but wuld not spel 
known to department-store executives for her apprise, abeyance, or basis. She didn’t know 
tact and good sales-promotion ideas that the the difference between putting a word in capi 
late Franklin Simon, head of the department tal letters and capitalizing it, and continually 
store that bears his name, put her to work for wrote one letter over another 
him. Her job was that of a Miss Fix-It. She “One girl who represented herself as a 


roamed the store at will, making notes on the experienced law stenographer proved the priz 
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Too Manv Words—We Talk Too Much! 


By WALTER KUNZE 


in the Prager Tagblatt November 17, 1937 
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CIVIL SERVICE EXAMINATIONS 


Herein are set forth some of the pitfalls encountered by stenogra- 
phers who compete for positions in city, state, and federal service 


By R. J. LEWIS, JR. 


r HIS series of articles is tor the 100,000 _ that there have been few, if any, unfair ex- 
stenographers who during 1938 will com- aminations in recent years. What really hap 
pete in civil service examinations in the pened in the examinations denounced as 

hope of winning a city, state, or federal posi untair was that the indidates did not have 

tion. The articles are intended, at the same the slightest notion as to what to expect. As 


time, for that amazingly large percentage otf 


4 
s 


the many hundreds of t yf stenog- 


raphers who, during past years, were not only 
unsuccessful in their attempts to win positions, 
but who failed even to gain a passing grad 

It must be understood, at the outset, that in 
these articles the reader should not hope to 
find an “open sesame” to a civil service posi- 
tion; the principal purpose is to point out the 
vast difference that exists between city, state, 
and federal examinations, and to indicate, by 


explanation and example, the type of material 


used in each. It is quite possible that in the 
analysis of these examinations we may dis 
cover, to our considerable embarrassment, 
that such alibis as, “The examination was 
unfair!” “It was too difficult!” “The dictated 
matter was unfamiliar to the average stenog 
rapher!” are weak and outworn 

‘THERE are several methods which could b 
employed to accomplish the purpose of thes« 
articles. One would be to plunge into a 
lengthy, pedantic dissertation regarding the 


history of Civil Service, pointing out, as we 
went along, how President Garfield was assas 
sinated as a result of the “Spoils System,” 
which tragedy subsequently led to the adop- 
tion of Civil Service by the federal govern 
ment, later by the states, and finally by cities 
and counties; and that, in consequence of all 


this, we should tl 


ank Heaven for our good 
fortune every time a civil service examination 
for stenographers is announced 

\ second method would be to discuss the 
situation with elbows on the table. I prefer 
this method. With all formality shelved, we 
can dig in and find out just what makes a 
civil service examination “tick.” More impor- 
tant, we may find a way which will at least 
give us an even chance of winning the job we 
are aiming for when we go into an examina- 
tion room, 

First of all, we can throw into the discard 
all this talk about “unfair examinations.” | 
do not, of course, contend that occasionally a 
civil service examination may not have been 
unfair to the contestants. I do say, however, 


1 result, they prepared themselves tor material 


that ordinarily would never appear on the 
particular examination in which they were 
competing. I am inclined to believe that a 


claim of unfairness often is merely balm for 
wounded pride 

KN IWLEDGE of what is likely to be given 
on a civil service examination is half the bat- 
tle. Yet, how many feel certain that they have 


yrepared themselves properly when they walk 
t k J 


into an examination room? Ah! I notice you 
ire sitting on the edge of your chair, anxious 
to ask questions, It is rather unusual for 
writer and reader to converse in this manner 
but we have decided to drop all formality, 


haven't we? Speak up, Reader. What is it? 
‘You say that half the battle is 
kn wing what o expect when you 
are preparing to try a civil ser- 
vice examination.’ 
Precisely. I assume you will agree with that 
“Yes, of course. But how can we 
know in advance what to study, 
when few, if any, civil service 
examination papers are available 
to the public?” 
You are quite right in 
examination papers not being available to the 
general public. The reason for this is that 
most of the examination papers are rotated 
That is, an examination given this year might 
be repeated six or seven years later. This is 


what you say about 


especially true in state civil service, and I 
believe the same is true of municipal and 
federal. 

“But you haven't yet answered 

my question. How can we know 

what to study? Perhaps you can 

tell us where we might get copies 

of examination papers.” 

I can, indeed. As a matter of fact I brought 
along a copy of each of the three types of 
examinations. I have, for instance, the civil 
service test given recently by a New York 
municipality. It is an excellent example of 
the usual run of municipal examinations. 
Later we shall see samples of a state examina- 
tion, and finally, a federal examination. In 
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EMPLOYEES AND COMPANY CASH 


\ secretary may have a free hand in managing cash expenditures, 
but such freedom does not mean liberty to do as one pleases 


Ry DOCTOR GREGG 


A 
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Graded Letters 
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ANOTHER case was that of a secretary in SOME of you may think the code of et 





a small business office. That young woman we have outlined is too strict, but you w 
was not bonded, even though she took care not think so once you ave studied the sub 
of several small cash accounts. Her books ject The Unit States Fidelity and Guar 
were not audited regularly and she was not anty Company as made a survey of defal 
able to resist the temptation to make personal cations in business The results of this su 
use of the company’s cash from time t vey are publish n two booklets 100] 
time hese peculations were not discovered Embezzlers ul Four Hundred Wome 
until another firm offered her a position with Embezzlers wot whi ire available t 
a better salary As she was about to leave persons interest keep gy husiness } 
rer old b, 1t was found that her accounts igh plan est O ontent tha 
u e balanced. She rea admitte there must never be a first time taking 
to the I 5 tl at sne i t ‘ tT noneyv that _ > t tine 
trom the accounts at various times when she tollowing paragraph juoted trom those 
was short of cash, but she insisted that sh studies 
had always returned what she borrowed. For “It seems fair t repeat that empl yees 
her, the serious phase of the situation lay in whether men or women, up to the point 
the tact that, because of this incident, she where they “dip into the till ire honest 
could not be bonded when she went to her They consi ler that they are not stealing. but 
new position. In cases of this kind, the blame that they are borrowing for a real or fancied 
for shortages is chargeable to the employer, need. and ave every intention of paying it 
because he is undoubtedly careless in allow back.’ 
ing accounts to go unaudited for long pe- stenograpni employees ire not alway 
riods That fact in no way excuses the em bonded, and their peculations, if and whet 
ployee, wever As a matter of precaution, they occur! not always come to the at 
insist that all accounts be audited and found tention of either 1 bonding companies or 
in balance when you take them over the public Employer sometimes do not 
‘ ’ , ’ ’ ’ ’ . t . 
THI on Ta ee a want to br ‘ ste empioyee a 
i ) LC VICK lat Can De Rive! I em a thet and ma : w the pers t make uj 
ployee who has a stamp fund or any other the shortage Occasionally an employer will 
type of petty cash to handle is to keep it make up the s tage nself rather thar 
strictly separated from _ all ther money bring an en en's : to shame W. 
Never take money from one a int to make are not questi ‘ the ‘ , 
change in another account without putting ar procedure is fair to other employe: we only 
7 4 memorandum in each of the boxes k you er to mak , 
to remind you of the mixing of accounts employer t me ¢ 
Keep your own finances in such shape that When you are tempted to “borrow” for 
you will not be tempted t ‘borrow” mone me fa . on me ‘ Prove 12-15 
rom ac ints you handle Bring a sand 1 remembx e ¢ ws , . tarted } 
wich trom me rather than use company t realizing t “The wai , ‘ 
ash to pay for your lunch be c ir salar s own eves: } e that ke ‘ 
check arrives el is wi 
S} 1 it becorn ibsolutely ecessary 
you to ve money to preserve your healt 
n inclement weath« r to get somewhere i Making \' ork a (;ame 
a hurry. borrow the n ey trom someor 
else in the office if you can. Should this be AM emp! by the Public Works Ad 
impossible, make sure that you write a prom ministratior Utah, located in Salt Lake 
issory note that can be left in the box to tell City My “hx s an engineer. and our work 
the auditors or anyone else what has become includes architecture, a p < that is als 
»f the money that is missing, and when tt technical but is interesting 
will be repaid I have seen our jobs grow from excavatior 
\ few years ago a cashier of our acquain to completion One gets a real thrill wher 
tance remarked that the manager was the watching a building go up step by step. My 
only one in the office who ever handed her “boss” feels toward a building almost as a 
money for the stamps he used on personal father feels toward a s n, a sort of f iterna! 
mail She had no doubt that others were us interest He is enthusiasti about his work 
ing office stamps, but they never accounted and his enthusiasm is passed along to me 
for them. Maybe it is taking too much for Together we “make work a game.” There 
granted to surmise that paying for stamps are twenty-one of us in the office; nine girls 
(which indicated a high sense of honesty) and eleven men. We are like one big famils 
was one of the chief reasons for that offi Stenography is truly an interesting at 


cer’s being made the manager worthwhile vocation {M.! 
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Singapore Greggites Celebrate NEWS IN WORD 
ete te each of the past seve! il years, 
re ders ft the (sREG W RITER have had 


the pleasure of seeing a reproduction in its Another Gregg Party 
pages of a photogray »f the members of the . 


Gregg Shortha: Writers’ Association, of Y PACE in the Gri WRITER is very mu 
Singapore. We show the most recent one on at a premium. Ea month the problem 





this page in interesting thing about it being confronting the editorial staff is not what 
the increase in the number of members of the to put in, but what to leave out. When, as 
Association over last year his picture was yiten occurs, something must of necessity b 
taken at a meeting f the Associatio it the leterred to a §s eeding issue, it 1s prope! 
it the item = selecte 

shall be that which cor 


cerns § tive magaZim il 


its Sstaft All tmis 18 Stat | 
ed by way of explanat 
yf the inclusion in this 
issue, so long after the 
event, of tlhe phot grap 
t f the Gregg Christma 
party eld in the rece] 
tior vom of the Ne 
\ h yitice last DD 
cember We like to pul 
lish pictures of this k 
to let our readers ( 
; what a happy lot we are 


Only about half the per 





| sonnel is shown, includ 
4 ing some jumiors wi 
b {4 Gregg party in the Far East appear by reason of fam 
: ly afhliations. The jut 
Happy World Restaurant, Singapo it what an be identihed if need be by the concet 
was described as a ( nese Dinner to honor tration upon the Christmas tree that appea 
Mi Luke Shui Kiew vh had passed the it the left of the picture 
& Shorthand Examination at the rate ot 
: I | Inute Long! itulatory speeches 





Wo id 
' were made by Mr. P. E, Perera, the presi Illinois ““Gobs” 
; dent, and Messrs. Tar Teng Ban and Teoh 


} K hong leone M | \lbuquerque secre Lo shorthand students the Frankfort 
i tary of t \ssociation, prop the toast Community High §S 1, West Frank 


ry ) é propose i 
to “Our Guests The report of the occa fort. Illinois, have organized themselves int 
sion states that after the formal ex Ise a a club which they ill Student’s Order 1 
ery delig ful eve was spent Shorthand.” T he lub's motto is “Sink f 





The Gregg staff celebrates 
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\ 1 p . vul ‘ i 
AND PICTURE sie tienen ins aur ie 
lege x g epa ent. | g alt 
lose . u j i . rie 
Swim.” It will be noted that bot! f thes al « ‘ ( e new 
terms, reduced to initials, read S.O.S Dhe Los Angeles quart \\ bury ( exe 
club colors are navy blue and white and its A glimpse of the inter ou will remem)x 
club song is Anchors Aweigh.” The mem seeing I ~ he b il wil 
bers have also adopte 1 the Navy vell. One a picture r’ VV huitte being presente 
hesitates to apply the term “Gob” to su the O.G.A. Cup w } 1 team 
good-looking young persons as are shown it last vear's t t al luck tes 
the picture, and we do s mly because a ints from Woodbury’s Hollywo br 


letter from the club's of 
rs states that ea 
member has a “Gob nick- 
name, which name is 
use | exe lus vely at the 


meetings on Friday eve- 


gs. At these meetings 
it is t custom to have 
me of the town’s busi- 
ness men or women pres- 
ent to make an address 
m some top t interest 





to the students. One day 
Ca week 1 irk mber of 
ti s ! ulty em- 
ploys a mh ber { the 
club tor secretatl il we rk 
in order that each stu 


the tes Illinois “Gobs” of West Frankfort’s SOS. 


Congratulations! 


Woodbury on the Typewriter \ ISS ELLA NELSON, of Great Falls 
1 





Montana, High S |. is proud of on 
Stewart's that {f her first-year pupils, George Arthur, w 
tt the only exam passed the 120-w 1 Trans ipt Test g 
the pictorial to the se ir student Ge 
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The house that “Pop” Whitten built 
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LETTERS SHOULD BE NATURAL 


Write to your correspondents as you would address them in con- 


versation 


with sincerity, without affectation in word or manner 


By VIRGINIA YOUNG 


HEN I went to school one of my class- 


in my Remembrance 


mates wrote 
Book Don't be sh irp lon't be flat; 
just be natural.’ [The musical symbols used 


made tl 
clever It 
now, but the 


for “sharp” and “flat” 


minds to be 


us appeal to our 
doesn't 
still 


childish 
look sO 


ui od. 


very 
clever advice is 
theater 
Will Rogers’, 
we tried to analyze our thorough enjoyment 
of the decided that our 
admiration tor Mr acting was due 


Once, on the way home from a 


where we ha seen a picture ot 
performance. We 

Rogers’ 
really wasn't acting 
He made 
formal or dignified, but went 


largely to the fact that he 
at all. He was just being natural 
no attempt to be 
ayed as simply as if it 


al 
through the part he p 


had been everyday life 


There is a good lesson for letter writers 
the success of this actor. Correspondents 
who fail to write effective letters usually fail 
ugh their inability to be natural. They 
vrite pon t rs that they would neve 
cam ) Sa\ \ e the talking invorm 
In their attempt t 1 good job they b 
ome stiff and unnatural Che want the 
letter to so ! Ice so they dress it up 
Sunday clothes It shouldn't wear Sunday 
lothes, nor should it wear overalls, but just 
1 tasteful, appropriate workday suit! 


“Labored” Letters Lose Appeal 


One of our lepartment heads asked his 


up to submit ve to a problem letter 
vhich he gave then Now, in this grout 
there were some very good letter writers, but 
the answers they submitted to the problem 


amateurish At first | 
but atte 
further I decided the 


hard to 


positively 
could not understand why, 
the thing 


was caused by trying too 


letter were 
inalyzing 
a little trouble 
write a 
perfect letter for the “boss” to sec These 


afflicted “stage 


with a case of 
letters 


men were 


fright,” so of course their were not 


natural 


Another of our correspondents found that 


he had been mulling over his copy and 


changing it so often that it lost much of its 
first thought, the 


freshness and appeal. The 
natural 
slightly, was 
polished work for 
So let’s remember to keep our letters natural! 


stvle of 
a decided improvement over the 


revamped only 


expression, 


which he had been striving 


not be stilted, 


alert to 


But though our letters shou 
‘ 
vet we need to be constantly on the 


‘watch our words.’ 


W ord Psychology 


“It wasn’t what he said,” fumed an out 
friend, “it said it.” 
“The way he said it” could mean almost any- 
kind it 


means tone of voice, facial expression, as wel] 





was the way he 


raged 


thing, but usually in a case of this 


as choice of words. A letter, however, must 


or Ww rds tor its 


depe nd entirely uy 


} le ‘ 
snaces i 


meaning 


I sometimes wonder if we use 


messages In one of our 


‘We rushed these 


care in wording our 


letters I saw this sentence 


right out to you and you should receive them 
within several days.” The idea that the writer 
f the letter meant to nvey was that the 
material would be there very soon. Wouldn't 
“a few” have done an better job thar 


ss 1’ 
SeveTali 
| 





ye pal severa liars I a piece I WOTK 
I look for, say, five s or more, but i 
he tells me I'll be paid “a few” dollars | 
expect between two and ve 

In another letter I saw this If we can give 


further information or can 


in any other way t f to write us 
T he word hesitate A Id ive been s« 
much bette It w | ive conveyed the 
thought that we were glad to help him—that 
we wouldn’t want him to feel any more re 
luctance to consult us than if he were dealing 
with a member of his ov ranizatior 

The word “fail” is an unfortunate choice 


ly say to a man 


to do this.” 


in almost any use. 71 
“You have failed 
starts him pulling away from you instead of 
with you. No one likes to fail, nor does he 
like to be told that he has failed 1 hit 
he has undertaken. This seems to be a favor 
ite word with some of our correspondents who 
write to fieldman about routine matters 


these as dictated with these, o1 


( mpare 


slightly change in wording 
“We don’t find this 


listed.” 


“You failed to collect for “You didn’t collect fo 


“You failed to list this.” 


that.” that, did you?” 
“You failed to send us a “We haven't receive 
. «’ we report ; . 
| 4? 
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Find the Right W ord for It 








that the lifference in price is not hard t 
overcome.” Try “convince” instead of “per 
suade”; better? The letter uses persuasive To the questions om page 316 


power, to be sure, but the ultimate desire 








Ay =” , \s . ‘ 
~ ‘ i ( i 
effect is that the reader will be onvis I “py a, s 
' a2 és iil mpelevers 5 1 me! r i atiy 
The dictionary says To convince is to in , 
e tf ” 7 ~ il | 
press the understanding by satisfactory evi “ey 
. é \ I wit i ve 
lence, proof, or argument. Perswuade occa 
ae , : pathways ence a perplex ewilde 
sionally has almost the same meaning. Moré 
commonly, however, to persuade is to bring ge "ies 
‘ ol ‘ . 5 i iaWw 4 
the will of another accordance with one’s 
; Ss me é g 
own by appealing to his affections, influencing 4A 
1 ‘ ' sa 5 t tor thie tt ot ft 
im through his weaknesses therwise ¢€x " 
. o° ea reTICce I he sent t lave es 
erting personal power! . 
- ‘ ‘ «KET s r ) ‘ it sea 


Let’s try to use the word that says exa 





' ’ ‘ ste tl tre i i 
Ke a fight i | 
; r ‘ Thi 
mary i you Service 
irn il na ; ‘ ) 
‘ ' 
| er \ y ‘ tern tt 
t t | 
+ UA 
‘ ’ ¥ 
A mass < 
i cp x 
} : TY , , 
» ly, ‘ | ‘ i ta “ 
‘ Par ‘ lhe 
‘ raris i 
iry “ i iy t it tare 
0 A { } ‘ iw area? legs 
‘ ‘ ‘ g | alle 
11 
li) ; 
i 4 j i 
’ | ; +? 
nel ‘ ] rie ; fae ¢ i i i 
‘ c | : | : Ca x mist iv? 1it'as 
, ; | ' ‘ ) 
re I ité paypx 5 : 


\ service is conducted. | membs | 
x ts pap W is crit ed a cy 4 I ss 
nente Ipo! n the 1 thly su ement c. A meas . . 
to the association’s maga Exchange. Dut medan 
ing 1936 a booklet o lup! ated sc} l papers 





was published, in 1937 an Idea Book was as- Qffice Relationships 


sembled, and the 1938 Idea Book is i1 prepara- 


101 Arrangement in be made tor individ F you can get along ea pleasant 
il criticisn f publications, whi ncludes a with other peopk : om t tm 
; ’ ‘ . ; ' 4 nr e I 


etail examinatior the papers of the ' assets tor : $i! $s al 
membx and t m and nstructive sug fessional lif Che brill ! “ 
gestions, whi ire sent direct to the member in't get along with ot t pt t 
Papers which are kept on file at the offices uhead as is th ew less | 
ft the sociation may be borrowed for a but more agr l 
limited me A rst »f instruction in this And that d t 
eld is spor ed during each summer at the nan or e' t mely } But ‘ 
lege. Ana al contest is conducted among mean that \ erat 
the papers rece! ed by the association. Eacl r¢ rous rst vil the | 
paper received is automatically entered in the In general, it Nn 
esi prov ed all numbers issued w the wl few per wit the t 
yeafpare on file They are judged on the basis can seem to ! N to be slight! " 
f journalistic quality, mechanical pertectior fice rela { eca 
and community value. Certificates and prizes polite, but not « timate terms. Don’t 
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Wanted: An Efficient Stenographer 


By FLORENCE ELAINE ULRICH 





HAT qua ations will you be able to On our desk is a letter m a you 
bring to the prospective employer in who worked as a stenog er in this office 
answer to an advertisement phrased as s first position after graduation trom t 
above Will be able to take a letter or Ne “ York Hig > | { mmerce rie 
two and transcribe them with efhciency a1 was emecient, keel i il itious tk be rm 
skill, turning in attractive and mailable trai i reporter. He did a markably ethcient I 
scripts Will you wm rstand what is meant if handling his stenosg ties, an 
as he explains the filing system to you? Car tackle every ld 
ou alert take a iT it piece ot tabulating erested 1 I ng spec to practice 
ind set it up int li ntly and pleasingly Wil t n We re ‘ med a little 
you ul le lal mw it | andle s instructions b I sl gral } t 1eve Dp 
thee procedu meeting customers, using e] ting speed | h t s yt " 
the telephe n r buying a railroad ticket? Or evening dictati king d itior neet 
vill you ke a certain young stenv graphe g several mghts a week the purpose 
breathlessly dash to the railroad station a le won our Expe Me t 175 words a 
lemand ninute—and a trip to D to the Reporters 
A rou rip ticket, please Convention Chis umbition to 
\ to hn jue ) Where to, reply i still greatet icmhevement H ing won t 
proud disdai local a national s rs (usual 
Why, back here course’? is tops), the Dhar Medal 1 vriting 
orthand at,2U00 w 11 ite, al a fame 


acquire while in school, the better will be 

your chance of securing and holding a positior | LEFT t active | tice of reporting to 
when you leave. You will be competing witl return to my first lov e t ing of Gregg 
experienced stenographers You must have Shorthand,” Louis writes | organized this 
something to offer for the salary you will school primarily for the professional training 
receive—and your work is not graded a ot writers of our systen preparation tor 


' ‘ ‘ ‘ ‘ ‘ ‘ 


ding to the number of errors you make the higher types of legal, secretarial 


You can either do the work or you cant service, and court reporting positions We 


That's the way you are rated in an ofhece probably will be seeing more of each other 

You might start looking around now t now because, having had the pleasure of spend 
ee what opportunities in the way of desirable ing my early formative years with you, I, to 
positions are likely to present themselves. Di am a great believer in awards and certificates 
you have a large factory or corporation as an incentive to finer student attainment 

ur community that employs stenographers Mr. Swem has given mu valuable infor 
Why not go some Saturday morning and ask mation in this magazine t type of “sel! 
to be own the company’s filing system and help” that will improv: chances tor re 
the way they handle correspondence? If there munerative work 
are terms peculiar to the business, you might \ pitfall that overtak any stenographers 
even ask if they can supply you with a list is losing shorthand and typewriting skill whil 
ot these terms, so that you may give them handling the routine of a clerical job. Regula 
some special study. It will do no harm to reading of your Greco Writer, with systen 
explain that you hope sometime to be abl atic practice either on 1 tests provided u 
to offer your services to them in a stenographk it or in your shorthand textbooks, will enable 
capacity. Tell something about yourself, your vou to maintain stenogray skill and increas« 
training, and your ambitions. We know of it. In the meantime you are securing valuable 
1 certain voung man who secured a very training in office routine on the job 

l luation 


good position imi lately after gra 
through the exercise of this initiative You now have the tential qualities gsor 
ad - . \ 


incement and s ess eed nly po 

I! you are a rapid typist and can take short 1s them a little brighte a little fner—and 
and with ease at the higher speeds, you keep them bright for use. There is no more 
vould do well to keep up your speed practice excuse for getting rusty than there was for 
in school preferably, outside if necessary Uncle Gooch to be hel lown by the grape 
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l story goes t Willie and Tommy 
, , , ‘ : 
were riding along in a Ford when they saw . —— 
, ' , 
Uncle Gooch asleep under a sassafras tree HOW I GOT MY JOB 
Lets take in lor a rice said Tommy 
1 ’ 1] l, 14 
ikay,” agreed W 1¢ (,o1Ing over to the | Initiative and persistence are usually productive 
‘ , « " ' ' ’ of wisked-tor ions (Jn this pe are chron- 
mal! \ rie > W ake if I e Wooch Be = . p , . page 
‘ icied instance / mccess im that directi 
, ’ ' 
st yourself ! A ite severa msuccesstul a 
tempts to hit im leclared, “O 
s ks! I give u I can't even budge him 
' , 7] ¢ ry ; 
No wonder answered [Tommy szusted Th: k } e Wi 
. . . . 
vanks to the Gregg W riter 
hes got a grap e grow t t R 
. 6 rt sieeves AD york ‘ city t r 
. cause ft ‘ t avres f me 
SERIOUSNESS of purpose is require ' 
any young mat r woman who intends | , mee , 
: : ! t i bere ‘ ‘ CW S l 
ake business a professi ‘reer Sul = 
. \ rm t I i t ‘ 
S¢ not inte! t \ K ‘ your 
- \ if ] trie t ip t elt my 
( Is t not more satistact y tk KNOW 
nam n cas e€ a vaca y, tne 
that ‘ g rat is et ‘ ind su ‘ 
. . . it lastar i] i ere Sa ss 
cesstul while you are worki I leveloy 
ra rs rhe } ‘ te 
tie attitude of seriousness a emcn 
\a ‘ ’ 
' ' : , 
TF S¢ you will t lace any »bstacles 
r I ny t s p WOTK 
n the way ol msistently progressive succes 
‘ ‘ ‘ 
‘ ‘ r ‘a Lik 
n the business wor od habit itmost 
t pe ‘ 
importance to the be ner is transcribing | 
I st ‘ t i \ I left 
every assignment wit the ig t egret 1 . 
< | ‘ " T « t eas 
' , i ! 
einhcier both 1 typing sk i irrange . 
. t ’ © ‘ 1 lew 
ment an accura Ca ne cs 
ly é 
‘ | 
Tk sce tf \ : 
rviewed ( k rt 
and. My hopes rath ed at this qu 
‘ ; ' ¢ | «yt 
| ‘ key 
1] t, Dut w \ , t next 
' nonthe ru y |} the 
‘ eit ' +1 
i cy W . 2 y ine 
ret of Tal ‘ ¢} he af the 
} i I 
( RECK Wr ; ‘ | ad ced at ness 
, , 
! t Cll rmx a my S rihand ] 
: , , , ot esal rihes , work for 
is almost as painful as the other to the cor mS =o . a “ ng +0! 
j | . ' ‘ 
scientious perso! na new b throug 1 - oy ‘ ; ‘ cw 
necessary wast f expensive stat ery AIS€S Thanks Vi } 
‘ 1 eipiu ‘ 
4 certain amount of training in making ping me 
neat erasures 18 aiso ! essary t mugh the 
} ' ! ) } ‘ > 
eraser must not ¢ resorted to to tne exe ] | roved Herself \" orth Keeping 
. , : =) 
sion of the development of accuracy in typing 
' ‘ = , Pa *r ' , 

In other words, while erasing and correcting FTER eg t n if s ol 3 
’ , , , 1 i ' , , ‘ 
errors slows dow! production, and you snou di M i) i \ ‘ f ire a posi mn as 

‘ L-1 } ‘ ‘ ‘ ‘rat ‘ ‘ 
ere re quickly ¢ i - abit a stenographe l cw w wit i 
ura in typing, tf an error is mace uunty agent 
| ‘ ‘ | , 
must know how to erase it neat with the t Iw ! ible 
und industri "\ te] . 1] the 


monition, it 1s given with the sincere desire thee tor te pe I t 1g 
to make easier your “first day” at the business it was temporary employment, I was thrill 
fice, by persuading you to be a little more with the thought o rki in an ofhce in a 
ser s and diligent about vour work in scho tow where I 1 t < to work Withir 
Cramming for exams may secure a schoo a month, mu to my surprise, the count 
diploma, but it won't help you finance a trip agent sai Y« ure r su itisfactor 


to Europe—if you have to earn the money as work that, beginnit Monday, | would like 


! you to be my secretary O.N.B 


a stenographer 
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SHORTHAND STYLE STUDIES—VII 


By 





] 

These r, fi swa combinations are 
umong the mos iceful and beautiful to write 
in oul stem It is easy to make them cor- 
rectly, if mu see w they should be made 
before writing Note the dignity with which 
vw and f lift their curved “necks,” and the 
round, smooth blending with / and r. Writing 
these combinations rrectly, with proper slant 
ind formation, makes it very easy to join any 
other letters or characters, as you will see tron 
the list of words in the copy 


ad 





> 
Some of you are still having difficulty in join 
ng the circle smoothly, deftly, and neatly 
Practice this fluency drill until you secure the 


ot it 


knack” 


FLORENCE ELAINE ULRICH 


PF ae 


Facility Practice ! 





; 
Again, keep the curve f upright and dignm 
fied in the fm, fn, fk and rf mbinations. Ar 
intervening vowel does t change the form 
Slide a ruler across t t the r's to see if 
you ar°re keeping bot e! . pu a hor zontal 
plane Where the circle intervenes, the rule 


will cut througl 


b 





familiar to the i Sim 
writers at the beginni 

the longhand capital h ] 

mecenirate n 


joining. (¢ 
This is 


this month 
study 





More “swan,” blends wit circle affixed t 
the beginning, but note that it does not change 


the torm of the blend 
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co Ke ive i box t 
WW I i eat i Le art 
, ’ ti ‘ the Ww he 
Facility Practice III will re 
6 vy weet lf t enoug 
Develop a smart swing on these combina a 
Enjoyable blends to make—and they add a ri ' 
. " ‘ \ iM rrild 
store of frequent combinations to your short ¥ , 
- aT t ff \ rhe 
hand writing vocabulary! Study the plat — 
frequently. 
Some Useful Books 
> “ ‘20,000 Wor hy | bh ¢hy 
handiest book | n les] writes a 
t¢ 0 il \\ h. . t : 
M I t 
tory i l k } 
‘ ‘ ] . ] beet 
t S}* % ‘ > | , ‘ 
- ears ] i bx K il ) 
lea ed i t oS ndan t ag 
A little finger action at the junction of the WI . ‘ haan nies +f 
consonants in this exercise helps develop facil er a ' 
ity, or speed with accuracy. Try it. “3 
‘ ‘ , 
\ thie i ‘ 
MVCN) & < 4 ‘ ur 
t t este \“ | k ‘ p t it 
Wi w we 
A xt i I nn 
Wi \ n ‘ 





i ( Mpa | eT | . int I t ‘ 
Attention. O.G.A. Members! Our copy is pretty we | worn and shredd 
‘ it when we want to know exactly the wor 
Do You Want Notepaper ? » svenaven to &t the shade of meaning w 
ive in 1 we promptly turn t Fernald 
W: : _ a lis » I if sk con 
per at ‘ the ust {) ore , 


a AuIOnS 5 Aliy ive Sta . il Ma 
V \ k : 
™ ] ‘ by the t ' he S t t it is } 
item we esitate t try s i ) ust t 
the uncertaint f the dema Hioweve ve :' 
] f } stiful ¢ ‘ i é " f 
ave just id some sampies O ea it ( 
A + i T ‘ Tes 
paper submitte to us b i Wua t Shoy ; I 
, , I i ing 
the Berks es that N undertak to make 
nm for s b es ‘42 0.G A letterhead 
louble sheets al mat gy envy ypes : : 
1 fine ity f white uper that will sell 1 s 
rT 4 > S it | I Will il . 
‘ : ; ~ Ht bh ESSE ‘ 1 MceGraw-H Dp atio 
uur members for only a dollar. The paper 1s 
y } ‘ . ‘ thing | ror 1] ire ‘ he rt rec 
really exquisite We have not see anything 7 And isu “ i y re 
' , , 
im the department stores here ») equal it ik W Van 
: £ vs lens Loon ( t ‘ - — 
texture, and it is simply perfect tor short 100n é é what a 
hand writing. We consider this a joyous iehg nt! wa earn the story of t arts 
“ ”» £ : SIT ' _ ’ ; guile 
“fnd” for our O. G. A. members. m i er are e publish 
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Tne 


(,REGC 


QO. A. T. Club Prize Awards 


Esterbrook Fountain 
Pen Desk Set 


Robert Lew State Teacher 
College Bloomsburg, Penr 
’ ania 


Silver Pin 


I eth Reilly, Fair ] 
Office School, Worcester 
Massachusetts 

Jarve Dvorak, Sherman Hig 
Set Mont ry M 

Luella Mor Evar 
Towr » High Sel 


: Bronze Pin 
Jacqueline Lachance, V : 
Anna Acadet Lact 
(huebec Canada 
I ence | s M 
! x » reta : » 
Fran ‘ M : 
Ml ed Low High & 
‘ t N. Mex 
M ed Vande ark I! 
Sel Defiance, O 
Kugene Schere Ww 
j ‘ z Los Angele 
: California 
f Doris Garvin, High Sect 
{ Powell, Wyomis 
Robert Keln iH Sct 
Westwood, New Jersey 
Marjorie Lantz Altoona 
School for Secretarle 
Altoona Pennsylvania 
Ruth Oberhardt, Saint B 
dict School, Chica I 
: Margaret Hamiltor St 
5 Charlies High Sect Ww 
‘ burn, Massachusset 
| Dorothy Feldman, Weeq 
High School, Newark, N 
Jersey 
Madeleine St. Pierra, Jesus 
Mary Academy, Fa Riv 
Massachusetts 
Irene Upton, St. Mary's 
Commercial School, Hart 
ford, Connecticut 
Virginia Potter, Cortland 
Business Institute, Cortland 
New York 
Thomas Collins, St Augustine 
High School, Chicas 
Illinois 
Ethel Armstrong, Instituto 
’an-Americano, Panama 
Republic of Panama 
Hallie Hughey, Martin Col 
lege, Pulaski, Tennessee 
Billie Wallace, High School 
Vanduser, Missouri 
Mildred L. Schaefer, Hig? 
School, Hiliside, New Jersey 
Barbara Boyd, Coll Junior 
College, New London, New 
Hampshire 
Jeannette Bertrand. H 
School, Sanford, Ma 
Flemming Corey, H ‘ x 
Woonsocket, Rhode Isla 
Elaine Whitehead, Saint Mar 
tin Commercial School 
Chicago, Illinois 
Emerita Westerheice H 
School, Minster, Ohi 
% 








i S iH . M H S 
( s ( I t M 
oO Ma I H Ss 
( I Ss in t ( zg. V 
1 8 ‘ D Ww } 
, oO s j i M 
° . rp 
Junior O. G. A. Test 
See page 329 for instructions 
The Boasting Traveler 
4 
. — > 
. 4 
. 5 Pa 
¢ 
4 ( . 
. 
. r 7 . 
P - e 7 
f 
"al 4 / 
: A 
_ 7 
e / 
, C i . 
; 
a 4 
F 2s c , 
o LO 
Cc 7 ; 4 
i KX 
é } € 
C ‘ - (SY 
atherine Kennedy, St. Gre ( gia M Lav Queer 
High Scho Dor ‘ a ¢ ‘ 
er, Massachusetts North Car : 
ene t urd, St. Mar I en Thompsor 
Acaden Halleybury, Or Business (x 
tario, Canada Virginia 
rothy Schmalz, B es Cath Re 8 Kath 
Sc hoc f Commerce Der i ‘ s ‘ 
ver, Coloradk Ba Ma 


Ma I 


Continued 


WRITER, 


March, 1938 


‘ 


on page 


334 
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March Test Material 


iii ubs of test paper should be a mpanited Dy a typewritten name expedite hecking 
@nd tusure accuracy in marking aft certificate Varch pf r membership te 
untae ipril 25 19358 
‘ a hl . , the reat 
O. G. A. Test Instructions ; | the great a 
These tests are to determine your ability to write e , Ww <t 
shorthand smoothly, fluently, and accurately Any be- s ‘ ‘ po! tine pi t ti 
ginning student who is able to make a creditable copy t re 1 for t fulhllment f 
of the Junior Test page 328) may submit it for the ‘ ‘ =e * oe . ‘ 
Progress Pin The test below for the O. G A . -_ aa 
Mem’ ership Certificate can be written by any one C t ‘ » 
who has completed the Eighth Chapter of the Manual Pictu | ! the il earme 
Practice the tests as often as you like comparing ‘ hy , t hie 
your notes with the printed plates until you have : me : 1 , 
produced a copy in your best writing style Ask your Ls 
teacher to criticize your writing as you practice Ob- I I I { 
serve proportion in lengths, correct size of circles, — t mental sttit , 
good formation of curves, and fluency of execution : . ‘ ‘ 
‘ 
Y. " by ke ‘ t \ 
. ‘ 7 \\ ‘ 
et ; ‘ ‘ \ ‘ 
‘ xe 
\ 
. 
I te t 
< } < \\ 
\ h t Kk b ‘ 
eal , must Senior Test 
r the th, — 
: \ Iype the « i Part I in letter style, paragraph 
i tre l la ‘ } ing erly and centé ng attractively on the shect 
‘ Su y date ind signature and use your teacher's 
, - initials. sav. with vours as dictator and stenographer 
t I trv il t it y ‘ Indicate t that an enclosure is to be made Part Il 
‘ ] rig ' on age 144 st be typed on a separate sheet 


See how effectively you can arrange this matter 





rr rh . I j 
O. A. T. Test Instructions 
I Arrange the Junior test on one sheet only. Each arto. i rN SI pI i 
of the Senior test requires a sheet, making twe : ' ' ' 
sheets to the test 2 Use good quality paper of a ' c : : ‘ 
regular letter size—eight and one-half by eleven inches : s 
except where legal size is specified in the directions 
3) Center heading +) Keep margins as nearly even t apple ’ | N Lic y Pear 
as possible 5) See that the ribbon used is capable ‘ ty . P 
of producing good, clear copy 6 se clean type . - ' 
7) De not erase, or strike over letters; typographical . n 
errors are not permitted 8) Indent paragraphs either ’ o the ce 7. ‘ " w ¢ 
five or ten spaces, but keep them uniform throughout - | hox eart ‘ - tin 
the test. A lesser number than five spaces or a greater 3 . me - , . a ° 
number than five, unless it be ten, should not be used t lal r tin rtol » ‘ 


whether 


9) Double space always between paragraphs 
it be on single-spaced matter or double-spaced, but do : ' ; 
not use more than two spaces (10 Type a proper - = P \\ 
e7 <4 ‘ . ‘ , ~ 
heading or caption on tabulated work in the Senior 
test 1] < nt t pack I 
| ‘ ‘ 
. 7 ry ’ ire , ‘ ’ i t ‘ t 
Junior Test : 
x¢ < | ne fs | ‘ 
CHIN IN—HEAD HIGH. Whenever , ~ 
‘ ' eties ke est We ire 
4 5 aw the i! ca ; - 7 : : 
the « ‘ the head hig : the gs ge a! é ) a 
P , ‘ ; : ‘ . ‘ ma t é r R} ) ye] 
‘ ( , < S ‘ gree | , 
I t ul ' ClOUS ( LDEN FLICIOUS STAY 
I emis W 1a Smik i pp S ~ ‘> t \ \ 
] ‘ t? ’ ~~ ‘ 
every handclasn Do not fea ate ente MAN AN 
, ’ tT ] | t } ft 
eret not waste a minute t 7 i i | isu 
ind I \ i ; ae ‘ ; 
x , it yourseil al “ ’ ] afte “ \ , . 
1 ‘ e ¢ ‘ y ] r 4 iit 
, ve te hx firmiy your miu! ' 
\ would like to do: at 1 then. without ent variet ‘ ! Continued on page 334 
\ t ve , ? ut 1] , ‘ <? ) y , 
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Mareh T ranscription Project 


(442 Actual Words) 


P ? , | , 1m, Cy 7 . ) o 
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New Medal Test for Teachers 
Ge if 


od until March 31 193 





THE SPIRIT THAT ENNOBLES THE WORKER 


It is not the work itself but the spirit in which the work is accepted and 
performed that ennobles the worker. I do not believe that man was put on 
this earth for no better purpose than ceaselessly to push a piece of wire 
through a little hole or endlessly repeat the same uniform operation. I believe, 
on the contrary, that man should be, as far as possible, relieved from work 
partaking of the character of drudgery, but that such work as is necessary should 
be performed uncomplainingly and conscientiously. The principal element which 
gives labor its dignity and ennobling quality is its voluntary character. The 
greater the initiative and the more complete the independence of the worker, 


the greater the pleasure in his work—Shining Lines 











Announcement of this new test and the copy in shorthand 
appeared in the March issue 
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March Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words 
for each error to get net words written The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written 


Strokes 

Skyline of New York! You rise from your harbor 19 
waters like an enchanted island of pearl gray towers, with 108 
shining pinnacles that scrape the bright blue heavens. You 168 
have been an inspiration to migrants and a new thrill to 
luxury liners. Why, then, does the Statue of Liberty at 282 
your harbor mouth turn her face away from you? Perhaps 338 
even she is aghast at the paradox that is your city and the 398 
gateway to America. 419 

To enter the land of the free it is necessary to fill in 176 
forms of the most searching and embarrassing character. 533 
Is one a bigamist or an anarchist? For the sake of peace, 592 
the nefarious traveler replies in the negative. Does one 650 
carry firearms? Ignoring the fact that he is carrying a 70; 
machine gun in his innovation trunk for self-protection, 764 
he assures the officials that he is not planning the over- 821 
throw of the country. x44 

Formalities over, and Ellis Island successfully avoided, O01 
our whitewashed alien descends the gangplank and treads 957 
the soil of the new world as bravely as any Pilgrim Father. 1018 
But when a taxi swoops and bears him to his hotel, he will 1077 
find the swift-moving streets as alarming as when peopled 1135 
with red Indians. Elevated railways roar, street cars clang 1196 
their bells, automobiles play blue notes on klaxon horns, 1254 
the sidewalks are teeming with humanity, pressing for- 1x 
ward relentlessly and speaking every language under the 
sun—including English. 

The hotel is a quiet, unassuming affair with 2,000 bed- 1442 
rooms and 2,000 baths. Deciding that one sample of each is 1502 
enough for his present requirements, the newcomer is 55 
given a key and a bright smile by one of the row of dazzling 1616 
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young women in the reception office. He has asked for a 1673 
room not too high up, and something wistful about his 
request has won the receptionist’s heart, for he is re- 1781 
warded with a comparatively lowly resting place on the 18.36 
twenty-fourth floor. 
Every necessity is provided in his room, from a large 1912 
paper laundry bag to a Bible in the writing table. Ward- 1968 
robes are built in, but the bed is, fortunately, unenclosed 028 
by any new form of cupboard. A thick newspaper (free) 2083 
greets him in the morning, inexplicably pushed under the 140 
door. Affixed to it is a label, with a replica of the rising 
sun above the greeting, and a timely reminder that the 2 
hotel’s special club breakfast is the beginning of a perfect 
day. 
Fortified by a heavy morning meal composed of ice 
water, grape fruit, ice water, puffed rice, ice water, shirred 
eggs, coffee with cream, and a final dash of ice water, our 
replete pilgrim saunters forth from the hotel lobby into 
the bright sunlight of Fifth Avenue. His shoes have been 
scrupulously cleaned in the shoe-shine parlor by a well- 2668 
polished negro; he has recovered from the price on the 
breakfast “check,” and he is willing to indulge that pecu- 78) 
liar feeling of jauntiness induced by the champagne air of 839 
New York, as he braves the onslaught of rushing, swirl- 2893 
ing humanity, twisting in and out of the masses, painfully 952 
seeking a hole in the sidewalk that will take them down 3008 


to the comparative calm of an underground train tube. 3061 


Repeat from the beginning antil ene { the 





FOR THE INFORMATION OF TYPING TEACHERS 


The gold Competent Typist Pin is now awarded to students 
writing 50 net words a minute; Competent Typist Certificates show- 
ing the exact number of words are awarded at higher speeds. 
Competent Typist Progress Certificates are awarded at 30 and 40 


words a minute. 
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Punctuation in a Nutshell 


Period 


Question 


Mark 
Exclamation 


Point 


; Colon 


Semicolon 


Quotation 


Marks 


OE Ree A lla tt 


: Comma 


Dash 


Parentheses 


Brackets 


By Lottie Caton Abbott 
Winfield, Kansas 


(a)—At the end of sentences. 


(b)—After abbreviations. 


(a)——At the end of direct questions. 

(b)—After each question in a series. Questions comp'ete shou!d begin with capitals: 
“But where are the stocks? the bonds? the evidence cf presp-_rity?”—*“Did 
you get a letter? Did you send it right on to Moth.r? Ana did you send the 

er 


packages, too! 


(c)——-Enclosed in parentheses (7) to express uncertainty. 
(a)—After interjections and exclamatory expressions. 


(a)—To introduce enumeration of articles or particulars, 

(b)—To introduce long quotation 

(c)-——Before concrete illustrations of a gene:a! statement. 

(d)—After the words “following,” “in the following manner,” “thus,” “these, 
“three,” etc. 

(e)—After salutation of letter: “Dear Sir: “Gentlemen 

(f)——To separate compound sentences when members are subdivided by semicolons 


“two, 


(a)—Between members of compound sentence when conjunction is not expressed 

(b)—Between members of compound sentence when conjunction is expressed and 
the parts are subdivided by commas. 

(c)——-Between coérdinate clauses joined by conjunctive adverbs such as “accord- 
ingly,” “consequently,” “however,” “nevertheless,” “otherwise,” “at least,”’ etc. 


(d)—Before such words as “for example," “for instance,” “namely.” “viz.,"" etc. 


(a)—-To enclose exact words of speaker or writer, or 
(b)—Titles of books, articles, and plays 
(c)—To enclose special words, objectionable words, slang, etc., or 


(d)—-Words used aside from original meaning, or 

(e)—Technical words and Trade names. 

(f)——-Quotations consisting of more than one paragraph, use quotation marks at the 
beginning of each paragraph and at the end of last one. 

(g)—Quotations within quotations require single quotation marks (* ) 
Note.—If question mark (7), exclamation point (!), colon (:), or semicolon (;) 
are included in the quotation, place quotation marks after point; if not, use 
quotation marks before. Commas and periods should aiways be placed inside 
quotation marks, regardless of context 





(a)—Separate clauses joined by coédrdinate conjunctions (and, but, etc.). 

ib)—To set off non-restrictive clauses (additional thought or explanation). 

(c)—Introductory expressions—adverbial, participial, infinitive—conditional or pre- 
paratory clauses introducing principal clause—any clause out of order. 

(d)—lo separate contrasted expressions. 

(e)—Before SHORT quotations. 

(f)—Used to show important omissions 

ig)——-Used to set off parenthetical expressions, words in apposition, intermediate 
expres-ions, and direct address 

(h)—To separate words or phrases used in series. 

(i)—To prevent ambiguity. 

(j)—To separate figures—1,675,500,756 


(a)—Abrupt change. 
(b)—To set off parenthetical expressions wherever commas would not give sufficient 


emphasis: “These written promises to pay—for indeed they are prom ses— 
ere called promissory notes.” 

({c)—lo introduce a summary of particu!ars. Much used in sales letters for 
emphasis. Sometimes introducing “for example,” et« 

(d)——-Used after subheads and to introduce names of person quoted: Note.— 


“Writers that do not,” etc. “Many good things are lost by not asking for 
them.”—McKinley. 

(e)—-Used to show omission of letters and figures: Miss M— Pages 15—17 

(f)—After series of clauses separated by semicolons and depending on final clause: 
“If we think of glory in the field; of wisdom in the cabinet; of the purest 
patriotism; of morals without stain—the august Washington presents itself 
as the personification of all these ideas.” 

(g)—Used instead of parentheses for informality. 


(a)——To separate letters, words, or expressions having no bearing upon the thought 
(b)—-To enclose figures following amounts expressed in words. 


(a)-——-To enclose explanations made by some other than speaker. (In type, not on 
machine.) 


1938 








“~~ 





THe Grece Warrer, March, 1938 


This Month’s Cover Design 





Lem Stewart 


(/+1—-.@o-_*) oat 





338 


The “Keystone” State 


ILLIAM PENN, who founded the 

state that ranks second highest in popu 
lation, wanted to name it “Sylvania,” but 
Charles II, England's “Merry Monarch,” in 
sisted on the inclusion of the word “Pen 
in honor of William’s father, “great captain 
cominander of the British Navy,” who was 
the King’s friend and to whom he was in- 
debted for loans of money in considerable 
amounts. It was, in fact, in settlement of 
these loans that the grant was made As 
amended, the name means “Penn’s Woods.” 
William Penn's grant, dated March 14, 
1681. was for a tract of land “north of Mary 
land, bounded on the east by the Delaware 


} ter no nortl ’ < 
| extending northward as ita a 


River am 


plantable.” Philadelphia, its principal town 
and capital, was founded in the same year, 
although Penn did not lead his group ot 
colonists across the Atlantic until a year 


later. By 1800 the population of the state had 
grown to 602,000 n 1930 it was 9,631,000 


“SR 





4 





Independence Hall in Philadelphia 


The land area is 44,832, giving it thirty- 


} 
) 


second place for size among the states of the 


Union 


PENNSYLVANIA and Texas are the lead 


ot 


ing states in mineral production, the value of 
products of each amounting, in 1935, to about 
half a billion dollars. Pennsylvania is second 


of them all in manufacturing, the value of 


its products in 1935 being four and a quarter 
billions. which was two-thirds that of New 
York and slightly in excess of Michigan and 
Ohio in the order named. Pennsylvania has 
almost a monopoly of anthracite coal, there 
being no production in other states except 


small quantities in Colorado and the terri 


tory of Alaska 
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Pennsylvania is governed by what is it 
many respects a model constitution. Its gov 
ernor, auditor-general, state treasurer, and 
secretary of internal affairs are elected for 


four vears. and only the ist-named is eligible 





KEYSTONE 


“Downtown” Pittsburgh 


for a second consecutive term. There are 
seventeen administrative departments, — the 
personnel of which is appointed by the gov 
ernor, subject to approval by two-thirds of 
the state seriate. The legislature, which sits 
bi-annually, is composed of representatives 
elected for two years and senators elected f 

four years. The seven justices comprising 
the state’s supreme court are elected for 21 


years 


IN only three states of the Union is thers 


more than one city with a population above 
half a million—Pennsylvania, Ohio, and Cali 
fornia. The 1935 census gave the number of 
Philadelphia inhabitants as 1,950,779 and 
Pittsburgh as 669,817 

Pennsylvania ranks third in railroad mile 
age, with a total of 10,806 miles, being e» 
} 


ceeded by Texas and Illinois in the order 


named. It is unique in its water route out 
lets: with a shore line of 40 miles on Lak 
Erie, it has access to the Great Lakes: Dela 
ware and Chesapeake Bays are directly 
nected with Pennsylvania by the Delaware 
and Susquehanna rivers, arms of the Atlanti 
Ocean; and the Allegheny and Monongahela 
rivers unite at Pittsburgh to form the Ohi 
River, giving a direct approach to the Mis 
sissippi Valley and the Gulf of Mexico 

Education is compulsory in Pennsylvania 
for all children between the ages of 6 and If 
and free to all between 6 and 21. The num 
ber of high schools is about 2100; there are 
fourteen state-owned teachers’ normal schools 
and seven institutions of higher learning re 
ceive state subsidies 

The state is the home of many famous uni 
versities—Universities of Pennsylvania and 
Pittsburgh, Temple, Bryn Mawr, Penn State 
Carnegie Institute—to mention only a few 
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THE SHORTHAND 


REPORTER 





OPERATING ON A FOUNTAIN PEN 


Figuratively speaking, it is mightier than a sword, and from the 
shorthand reporter's point of view sometimes as difficult to manage 


By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


HI 


porter 


untain pen is to the shorthand re 
what a brush is to a painter or a 
the 


simile, not through 


hisel to a s ulpt rr. I choose 
for 
sense of comparison, but solely 


skilled workers l 


could turn out a satis 


painter 
the 
I are all 


1 painter 


eCaUuse sup 


pose any Root 
rtrait oF 
the 
Michelangelo could have carved out a 


factory p landscape with anything 





hat would serve purpose of a brush, and 


masterpiece with a chisel purchased trom the 
ten-cent store of his day »o, too the £0 vd 
eporter can work creditably with an interior 


instrument, and upon occasion he h 


to. But he 


as 


need not handicap himself unneces 


Saruy 

r , 7 . 

| HERE is no such thing as an ideal report 
ing pen—we require so much of a writing 


instrument that mechanically it is impossible 


for the manufacturer to meet all those re- 
quirements in one writing instrument. Many 
reporters carry a battery of pens all of vary- 
ing writing characteristics, so that they may 


choose the instrument suited for the job or 
to the mood of the moment. The reporter's 
mood varies at times as much as do his pen 

ints, and he is a wise and experienced 


workman w appreciates that fact and does 


tt lay the blame en 
| ! | 1 
tions may play such a part in a SKIN § 


as ours that we cannot ex 


mere mechani al instrument tox 
much in the way of flexibility 

Who hasn't discove 
day to 
ore that it is difficult for 
tl the 
writing identically the same 
The difference 


gone overnight, 


red himself working s 


write what seemed easy ve 


, , 
him to realize 
using 1 same pen, same paper 
and 


material ? 


type o! 
that the 


saturating 


18 


only 


humidity has 


the fil 


up 
softening calender 
to the 


to 


vers and the 


glossy 
making it more resistant 


that 





some Of us pre ter 


pou t 


use 


Most 
experiment 
ink they 
Many 


own ink, learning 


They 


with their pens, the 


reporters are experime nters 
} 


with outlines, 


use, and the paper they write on 


their 
ong experience just 


reporters actually manufacture 
from | 


what they require in an ink and by persistent 





experimentation sex g it. It is not uncom 
mon to see on a reporter's office desk a bottle 
»f India black drawing ink, a bottle of raw 
ilcohol, and a ntaine! I wate! | m these 
gre lients, €a morning r eax week as 
abit dictates, the report concocts a solutio 
tor his pens that gives him the exact qualities 
ve desires flow, in drying propensities, and 
stinctness of tline So, too, many re 
porters will ive 1 a desk drawer a collectior 
ft pen points, pen barrels, and teeds, with 
“ tinker in an effort t 
f always hope for but 
ever quite achieve—the perfect writing 
s iment 
Pen manufa ers and pen salesmen are 
iry about spensing information that may 
be useful to the users of their products. Such 
advice as the ffer to the customer misists 
»f don'ts, such as Don't disturb the setting 
f the point. Don’t take the point out of the 
barrel. Don’t monkey with the point at all 
bring it back to us, and we will set it for 
yu One afhrmative word of advice the 
¢ Alwa i the pe with rd iry 
ean water If there is one thing that ret 
ers a per hors de mbat for the week fol 
wing, it is to clean it with water And if 
unything else will make a pen absolutely us 
ess to the hand that has been using it for 
years, it is to return it to the manufacturer 
and have him reset the point. When it comes 
back it is in effect a new pen, possessing none 
f the characteristics of the old and requiring 
exactly the same breaking-in as any other new 
‘ The manufacturer when he resets a 
point, even if he has the means of determining 
it, takes 1 i nt f the angle at which the 
pen s Ti 1} tive whet ‘ the fl Ww lesire 1 
or any of the half-doze ther qualities that 
a reporter: sists upon in his pet 
THE experimenting re ter usuallv succeeds 
im one way or another, 1 wangling out of a 
pen exactly what he wants, but there are many 
nonexperimenters wi worry along with a 
pen point that never exactly fits their hands 
w their style. because they hold to the cher 
ished dictum that only time and use wil! 
properly break in a pen. They do not realize 
that a pen may be broken urtificially ; that 
a brand new pen point may be broken in wit! 
in the space of five or ten minutes; that all 
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the nibs and gently forcing them apart, but 
this must be done very carefully and expertly 


or a good pen point will be ruined forever 


r % . . . 
THESE are all precarious operations and 


quite hazardous to the patient—the poor, un 
suspecting pen—and like all operations, the 


result depends upon the skill and the patience 
of the one doing the operating. Undoubtedly 
the pen expert or the manufacturer could do 


it better and with much less risk if he knew 


vhat it was that each of us desires of our 
pen. As he doesn't, we must develop our own 
technique. We may ruin a pen point or two 
n the process, but what reporter is there wh 


vouldn’t consider the cost and the labor 


trifling if thereby he secured an instrument 
that he cas depet lon? 

'DERT D ¢ > . 
RUPERT P. SoRELLE 
futhor, Teacher, Reporter, Friend 

NCE or maybe twice (not more) in a 
long lifetime we come in contact with a 
man or woman whom we instinctively se] 
irate from the thousands of ordinary souls 
and place in a special niche of memory. It 
may not be for any definite reason—“becaus« 


he was good, or because he was intelligent, or 
because he was helpful.” Certainly it is never 


because we can say “because he was without 


fault,” for fault is the very essence of huma 
quality and of much of its goodness, too. It is 

+ 2a, # ; : ;' : 
rather, | think, because we recognize a cet 


tain median of all the better of the human qual 
ities, with none of them overemphasized an 
none underdeveloped; and we _ think to 
ourselves: “This is what I would like to be 


if I could make myself over. I wouldn't want 


to be a Napoleon, for Napoleon though bril 
lant was cruel and selfish. I wouldn't want 
to be a Paine or a Rousseau or a Kant, for 


they at times in their cold, clear thinking 
forgot to be tolerant of the mediocrities of 
those less brilliant than themselves. And I 

uld not want to be one of the Christia: 
martyrs, who for al] their saintliness I suspect 
weren't too easy to live with in this imperfect 
world. Much rather I would be someone who 
possessed some of the better qualities of all 
these, some of their faults even, but whose 


} 


faults and whose virtues were indistinguish- 


ible in the whole benevolent make-up of hu 
man character 

To me the memory of Rupert P. SoRelle 
falls easily and naturally into this rare cate 
gory. He had more than a normal amount 
of all the human qualities that I deem im- 


portant. He had essential goodness, as meas 


ured by the high standards of the Golden 
Rule. He had intelligence of an order to 
make him respected as an authority in his 


Tue Grece Warrer, March, 1938 


chosen field. He had tolerance, tact, and—a 
truly rare virtue—the patience of a great 
teacher And courage 

As author, teacher, unselor, and friend, 
e ranks to me and to a host of others in the 
ommercial educational world as one of the 


important men of his time —C. L. S. 





POINTERS FROM THE 
BOSS 





4. Time and Habits 


O live means to struggle and strive; to 
| live wisely means to make each hour 


count. Time is the warp and woof on which 
ill things are fabricated, it is the span of life 
that enables you to work out your ambitions, 
ideals, and happiness. Waste of time is the 


greatest of all human wastes. If you are a 


spendthrift of time, me will claim you 
is its companion, and failure will drag you 
wn. All are equally endowed with time 


[he rich have no more and the poor no less 


> To make the most of time, you should have 


a goal. Goals change as knowledge increases 
From the summit of the first peak you have 


r and mo lesirable peaks will 
ppear beyond, but you will not see them 
until you have surmounted the first peak 


Ci pt keep you fit 
Mental development to broaden your 
mind 
Reading that brings the refinement we 


associate with culture 


Amusement in the form of good plays 


\ certain amount of social activity 
> A question to ask yourself is: “Does my 
goal lie through my present job?” Supposing 


you are in the right job, the next question is, 
“How much of my time is really productive?” 

Do you accomplish as much as you might? 
Think about your job and ways of doing it 
better, think of the jobs around you and 
] better A thinker 
plans work systematically and “gets there” 


by the shortest route—without wasted energy 


vey could be done 


>» Most people do thinking through force of 
habit Habit is a form of subconscious 


thought. Cultivate only the best habits. Re- 





place subconscious thinking of the wrong 
sort by that of the right sort until it, in turn, 
becomes habit. Conscious right thinking takes 
will power and requires training, but what of 
that—have you not set out to succeed against 
all obstacles? It is not likely you will succeed 
unless you do things the average fellow does 


not do F. E. K, 
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WHo’s WHO IN SHORTHAND SPEED 


Champion Speller, reports EXAMINER A. A. BOW! E. Wins Coveted Shorthand Medal 
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Discoverer of Amperes 


French Physicist 
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Bringing in a Big Liner 
How It Seems to the Man on the Bridge 


By CAPTAIN GILES C. STEDMAN, of the United States Lines 


Reprinted from “The Sun Deck,” in the Neu York Sun, by permission of the publishers 
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Pietures, Courtesy 
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Morning Dew Inspired Modern Refrigeration 
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Sentenees on Similar Words 


Second of a Series of Drills from 
Bottome’s “Stenographic Expert” 


ee | 
f 2 - 
p ae PF erin 
> 2 | 
« 
a 2 , 
. c - ( ¢ 2 
s Pa f 
) 
o < \ 7 — < 7 \ 
s 
a : a ( ; . 
” - 
€ 7 
) 7 . “vs 7 , 
P J 
1 ( 4 ‘ ’ = 
< > ( < 7 f 
c ] 
x > O } ~— c Z 2 y= 
C, . Fw 
. a4 2 . cy 
ri 
7 4 ¢ f 


7 
eC, CO co ony or a _ 7 “7 
S 4 ~ “r aa a oo) 2 , A> XX 2 
ee ae ie on «a - / ¢ 
aoa 
< 7 a — f~ v Fr. ff ’ > — g* 














© 
F 
) 
7 
- 
, . 
( 
» A 4 
mm, 
f 
J4y 
{ } 
} yy 
4 
‘ 
7 
t 
i L 
' 
| Rios 
. of 
\ co} 
c 
© 


- tv » 
P og 7 
¥ 
¢ s 
) 
J . 
7 
a 
) 
’ > 
4 
> ) , 
» 7 
ee = 
} . a 
a P 
a 
ao _, 
( < “a 








Tut 


Grece Wrirer. March, 1938 











t 
A o 
f - 
— 4 
os 
” 7 
r i: a. 
/ 
J ‘ 
x 
4 ? 
- 
<= / 
- 2 — 
Se 
. — I 
) 
, — 














Tue Grece Wrrrer, March, 1938 353 


The Arrival of the Mail 


By CLARA BEARDSLEY 


Washington High School, Sioux Falls, South Dakota 
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From the Port Captain 


On Papers 
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Reprinted from Hearst's International - 
Co ’ 


The 
SQUARE 
PEG 


By DOROTHY COTTRELL 





The story of a 
dog that didn’t 
fut and a boy 
who found a 
niche for him 


mopolitan by Special permission of 
suthor and publisher 


PART I 








> bd 
‘ ae 
Z > 5 
y, + . Pa : 
) 
- ? 
, Gc 7 
é > A cal sie 
b | 
| 
| / 
4 ” | > y 
* t 
CO 4 > 4 
« 
> 
é ” c A , < 
3 
) 
? 
* 
< - k é 
} 
, 
f 
4 ; 
A 
| A 
F 7 _ 2 . < c 
6 
Ax 
Z 
a \ 2 e 
5 } . 
r 
- y y “ 7 ‘ 
‘ j / 
7 < - - a! - 
~ 
¢ 
" ( , P al ? 
) 


> 
\ 
P 
) 
_" 
w~N 
5 
r 














Prue Greco Warren, March, 1938 




















358 
J 2 
- ? 
j 
y 
7 
, 
j 
/ 
2 
, “ 
2 
. 
’ 
y 
( 
’ 
b , 
' 
} 
, 
ty 
: 
7; 
+? 











THe Grece Warrer, March, 1938 


¥ ao 
° 
/ 
A re 
vd —~ 
- 

° 

/ Za 
, f 
= 4 
) 
) 
> j t—~ K 
Z 
Lf 5 
a 
»? on o 
; ) 
4 
< 


Tim would often toil down in his homemade cart to see 
the puppies, an old felt hat pulled over his curls, his 
face crimson with the exertions of the journey. 
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